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DEPARTMENT OF THE NAVY
CHIEF INFORMATION OFFICER
1000 NAVY PENTAGON

WASHINGTON DC 20350-1000
12 December 2013

MEMORANDUM FOR DIRECTOR NAVY STAFF
DIRECTOR, MARINE CORPS STAFF

Subj: DEPARTMENT OF THE NAVY IMPLEMENTATION OF FOIAONLINE

Effective 1 February 2014, all new and open Department of the Navy (DON) Freedom of
Information Act (FOIA) requests will be processed through the FOIAonline tracking and
management tool. This web-based tool, managed by the Environmental Protection Agency
(EPA) and used by several Federal agencies, will provide a cost effective shared service that
automates the tracking and reporting associated with FOIA processing,

Per standard practice, appropriate redactions will be applied prior to document release.
Exceptions to releasing specific documents to the FOIAonline repository may be granted on a
case-by-case basis by the applicable Navy or Marine Corps FOIA office.

FOIA offices currently using the Naval Sea Systems Command e-FOIA tool and
commands that are employing other FOIA tools or methods will continue using their respective
system until 31 January 2014,

Training information, including dates for web-based training via Defense Connect Online,
will be provided under separate correspondence. My points of contact for FOIAonline
implementation are Ms. Suzette Buttram, suzette.buttram@navy.mil, (703) 695-1970 and Mr.
Steve Muck, steven.muck(@navy.mil, (703) 695-1297.

Department of the Navy
Chief Information Officer

Copy to:

DON/AA

CNO (DNS-36)
OPNAYV N2/N6
HQMC C4

HQMC (ARSF)
NAVSEASYSCOM
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IN PROCESS ALL CASES RECEIVED BEFORE 1200 HOURS. ALL NEW

REQUESTS RECEIVED AFTER 1200 HOURS WILL BE IN PROCESSED

THE FOLLOWING DAY.
PHASE 1 In-Processing
: > N[5 )
FOlAonline Conduct a quick search of

A) Log onto FOlAcnline

B) Go to Unassigned Cases.
Manually Review for
Perfection. Perfection is
reasonably described,
willingness to pay fees,
postal mailing address.

C) Download Supporting
documents. Sanitized and
modify Description text
box and Supporting
Documents for Pll.Re
upload sanatized
documents in Supporting
docs section put original in
share drive Follow and mark
steps on the Admin Log
(checklist)

D) Upload sanitized version
of supporting documents
(documents provided by the
requester only)

E) Under BOTH Short
description and description
text box input:
(Pll/Classified/High Vis,
Media)
Statement/Keyword(all that
apply).

E} Input case Tracking
Mumber into “FOIA Excel
Tracking-In Processing Log.

FOIA requests that are

rLeceived viai
Mail/FEDEX/Email/FAX

A) Date Stamp
B) Logonto FOlAonline

C) Select New request

D) Review for
Perfection and sanitized for
PIl.

E) Input data. Follow and
mark steps on the Admin
Log (checklist). Under BOTH
Short description and
description text box input:
(PllfClassified/High Vis,
Media)
Statement/Keyword.

F) Input summary of request
into description text box.

G) A Upload sanitized
FOIA request into
FOlAonline under
“Supporting Docs.” Preview
and then “Submit.”

the tool for subject to see
where similar requests
have gone in the past.
Annotate on the Admin
Log.

Cog Emails:

Send out cog emails to
appropriate components
while in processing. cc the
appropriate GS

A) Create electronic folder
of the case file on the
Share Drive.Naming
Convention Case#/ Short
description of 2 to 4 words
Upload

- Snapshot of FOL request.
- Upload Admin Log

- Upload all documentation
and correspondence
relating to the case. A hard
copy folder will be created

EEE WAIVER AND
EXPEDITIED

Review for fee waive and
expedited, make
recommendation on admin
log for GS review. Draft
letter corresponding with
your recommendation.
Place hard copy in case file.
NARA/NPRC

During in-processing if it is
discovered that the case
will go to NARA or NFRC
Draft template letter and
place in the File for GS
review.

ACKLTR (must be sent
w/in 5 days).

A) FOlAonline will
automatically send an Ack
Ltr to the reguester, if
email is provided.

B) If an email is not
provided then Draft inthe
electronic folder the Ack Itr
and get serial number from
“FOIA Excel Tracking-Serial
Number Log.”

AFTER IN PROCESSING 15
COMPLETE (1400}

Open Closure folder on
share driver and begin in
putting information into
the case tracker (excel
Spread sheet)

INTITIAL REVIEW AND
LOW HANGING FRUIT -
™ ) (GS) will do initial g
review on all unassigned
case Folders.

B) If (GS) knows where the
cases go they will transfer
the case to the
appropriate
subcomponent (internal)
while notifying the
subcomponent via email
of the transfer.

(C) (GS) will review
recommendations on
expedited draft letters sign
and place back into folders
D) (GS) will review
recommendations on
NARA and NPRC draft
letters sign and place back
into folders.

E) (GS) will make
recommendations on
where to direct remaining
FOIA cases
(subcomponents internal).
F) Recommendations will
be notated in the Admin
log. These unassigned
cases will be reviewed and
assigned to Team | or
Team Il. The Team Lead
will assign casesto
individual caseworkers.

4/12/2017
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UNCLASSIFIED FOIA PROCESSING FLOW-CHART

a4

Process Cases First In First Out (FIFO) in

accordance to the complexity track of

the case.

A) If request is not “Reasonably
Described” then draft interim
Correspondence 20-day letter “Not
Reasonably Described” and saved in
electronic folder and get serial
number from “FOIA Excel Tracking-
Serial Number Log.”

1. Email (G5) for electronic signature.
Once signed upload into FOL and
electronic folder. Mailfemail letter
torequester.

2. If requester responds with
appropriate information, review
additional information and proceed
tostep C.

3. If requester has not responded in 20
days draft Final correspondence
“MNo Response” letter and saved in
electronic folder and get serial
number from “FOIA Excel Tracking-
Serial Number Log.”

4, Proceed to step b.

B) Review case and/or responsive
docs. from the referring agency for
redactions (if applicable).

C) Determine if case is internal (DON
Subcomponents) or external.

D) Research/Locate SME

1. Task organization/Email (N codes)
SME for cognizance.

2. Follow-up in 5 days if no response is
provided,

3. Update “Admin Log.”

E) If SME responds or case is being
process in house move to step 5.

F)  If the SME has not responded in 10-
15 days draft interim
Correspondence “10-day Extension
Letter” and saved in electronic
folder and get serial number from
“FOIA Excel Tracking-Serial Number
Log."”

1. Email (GS) for electronic signature.
Upload signed letter into FOL and
electronic folder. Mail/email to
requester. Continue to process case
and once cognizance has been
determined move to step 5.

PHASE 2

FOIAONLINE OVERVIEW

Login

Internal Only

SME/Research

A) Verification of Cognizance
(Ermail/Admin Log-Phoncon). If N-
Code confirms cognizance then
proceed to In House Processing.
B) Draft letter for Final
correspondence and saved in
electronic folder and get serial
number from “FOIA Excel
Tracking-Serial Number Log.”

For In House Processing

A) Process case to be sent to the
N-Code.

1. Draft Tasking Memo" and saved
in electronic folder and get serial
number from “FOIA Excel
Tracking-Serial Number Log.”

2. Email (GS) for electronic
signature.

3, Upload a copy of signed letter
in FOL under “Correspondence-
other” and the electronic folder.
4, Create a Taskers using the
Taskers System and upload Signed
Tasking Memo, FOIA Request,
Nine Exemptions, and DD form
2086 (Fee sheet).

5. N-Code should process case
within 10-15 days and return to
caseworker for further processing.
Once case and documents with N-
Code recommendations/redaction
have been returned proceed to
step B.

6. If the N-Code has not responded
in 10-15 days draft interim
Correspondence “10-day
Extension Letter” and saved in
electronic folder and get serial
number from “FOIA Excel
Tracking-Serial Number Log.”
Email (G5) for electronic signature.
Upload signed letter into FOL and
mail/email to requester. Once case
and documents with N-Code
recommendations/redaction have
been returned proceed to step B.
B) Review and make the necessary
redactions.

C) Draft letter for Final
correspondence and saved in
electronic folder and get serial
number from “FOIA Excel
Tracking-Serial Number Log.”

MNote: Buddy Check

B
A) Ensure in that the electronic folder contains completed
Admin Log, FOIA request, email/research materials, and draft
letters. Make sure all documents mentioned above are
uploaded into FOL “Correspondence-other” (should mirror the
electronic folder).

B) Submit package via email for signature te appropriate
Signature Authority/IDA.

x

7
Gov't Only (GS)
A) The appropriate Signature Authority/IDA reviews & signs the
submitted package and returned to caseworker for Close Out-
Process.

Signed Package
A) Upload signed Referral letter in

FOL under “Correspondence-
other”.

B) Upload signed letter to
requester under
“Correspondence- to requester”
if email address is provided or
“Correspondence-other” if no
email address is provided.

C) Print and mail out (If
applicable).

Out-Processing

A)  Make Assignment to component via
FOL or Close out in FOL and
mail/encrypted email the referral
package.

B) Update “FOIA Case Tracking-Closed
Log.

e FOR CAC USERS - https://foiaonline.regulations.gov/foia/action/registered/home. Select
your "DoD Email" certificate to proceed to FOlIAonline.
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FOR NON-CAC USERS - https://foiaonline.regulations.gov/foia/action/public/home. At the
top of the window, there will be an area to input your login email and password.

General Terms and Concepts

Main Tab Menu (Figure 1) is arrayed near the top of the page, listing the various
functionalities.

— For agency users, “Home” encompasses all FOIA-processing actions.

i Encompasses all actions related to finding a specific case.

— Encompasses actions developed for specific reporting purposes.

Administration

© O O O

— This tab is role-restricted. Encompasses actions related to site
management and user management.

0] iy accom: [ Encompasses actions related to updating your user information and
setting preferences.

Action Menu (2) — A column of grey “tabs” on the left-hand side of the page. The Action
Menu lists all available actions on the current tab. The action menu will change based on the
tab selected.

Welcome, # b W  SIGN OFF 5=| Print Page

Glossary FAQs Resources About

My Account Search FOIA requests...

My Cases

Unassigned Cases

Assigned Cases

New Request

New Consultation

New Referral

Help Desk (9:00 am - 5:00 pm ET, M-F} | Toll-Free: (855) 2456-FOIA (85 -3642) | Local: (703) 412-3082 | Email Support
ibility Statement

Privacy and Security Notice | Acce

Home Tab Action Buttons
O  Mycases — This dashboard is available to all users. Displays all cases assigned to
the current user.
O  umssigedcases — This dashboard is role-restricted. Displays all cases assigned to
organizations rather than to individuals. For sites with subcomponents, the
Revision 0.15 4/12/2017
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“agency” drop-down menu allows the user to view all unassigned cases at
Headquarters, or for a particular subcomponent.

O  asignedcases  —Displays all cases assigned to an individual and all cases assigned to a
subcomponent.

O NewRequest , NewConsultation gn(d New Referral allow you to manually create new cases
received by your agency (e.g. through email and postal mail).

My Cases Action Button (Figure 2) - Here you will see everything assigned to you specifically.

e Tracking Number (1) - this number will not change when making assignments, tasks,
referrals or consultations. If you select a tracking number it will bring you to the main page
of the request.

e Type, Track, Requester, Assigned, Due, Status are all self-explanatory.

NOTE: Task is an action required from your office to support a FOIA request. Tasks are catch-all

category of various actions and coordination conducted in support of a request. Tasks are tied to

a “parent” case, and are a part of the administrative log. The tracking number is identical to that

of the parent case. A task is not a FOIA request.

e Detail (2) —selecting this will give you a short version of the case description without having
to open each individual case.

e Above the First Tracking Number you will see “# items found” (3), this is the number of
items assigned to you (requests, consultations, referrals, tasks and appeals).

e Filter (4b) - This drop down allows you to filter by All, FOIA or PA requests.

e Filter (4b) - This drop down allows you to filter out the requests by type or track.

e Results (5) - This drop down allows you to select the number of cases per page.

Search FOIA requests...

My Cases Request Type All v]tter Al [~ SepResults 25 [+]
My Cases 1
33 items found, displayip€1 to 25. / / T nd“
Unassigned Cases 4a 4b 2 \D
Tracking . . . . . . = ;
) Number Type = Track % Requester £ Assigned % Due = Status ¥ etail
Assigned Cases
DON-NAVY- Assignment
Task Simple e i 05/27/2014 TBD
2014-006179 i 12/ Determination
How o DON-NAVY- Assignment
2014-006179 Request Simple Bt Catipencs 05/27/2014 06/20/2014 Dt tiation U
New Consultation
DON-NAVY- Assignment
Request Comple il 05/21/2014 06/18/2014
New Referral 2014-006084 e BiRpsE VAl /18] Determination @
DON-NAVY- : S ae Assignment
2014-006029 Request Simple i B e 05/21/2014 06/17/2014 Dt hation ,d
DON-NAVY- . Assignment
R t Simpl i wling e 05/16/2014 06/16/2014
2014-006008 e g || . . e Lo Determination &
DON-NAVY- - Initial
Itat TBD . 05/12/2014 06/10/2014
2014005790 ~ Coneultation — n2f pI Evaluation v
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Selecting a Tracking Number brings you to Initial Page of Request (Figure 3)
e Module (1) —Is an individual “segment” of an Action/Page. Modules are indicated by black-
bordered boxes, often with a title in the upper left-hand corner ( i.e. Request Handling,
Description, Additional Information, Upload Supporting Files (Figures 4 & 5))

e Detail Button (‘*‘) (2) —Selecting this button will expand or collapse the module (pointed to
the right is collapsed, pointed down is expanded).
0 Selecting the Detail button gives a more in depth detail to that particular section.
0 Select the Detail button in the right hand corner of the first box. This box gives you
the requesters’ additional information used for judging Perfection.
0 Select the Scroll (3) next to “Last Assigned By:” To view entire assignment history.

0 Select the “Pencil” ( # ) (4) in the lower right hand corner, this allows you to edit
the information within that box. Not all Modules are editable.

Search Reports Administration My Account Search FOIA requests...

Request Details Figure 3 : — Due D
My Cases Expanded Module tatus : Assignment Determination ue Date : 06/20/2.014
@ 2

Unassigned Cases
1 @ @ @@ >

Assigned Cases

Submitted Evaluation Assignment Processing Closed
Request Details
Tracking Number : DON-NAVY-2014-006179 Submitted Date : 05/22/2014
SRR IR |:|;| Requester: #iw weh g Perfected Date : 05/22/2014
e Organization : WA, s Last Assigned Date : 05/27/2014
Requester Has Account: No Fee Limit: 50.00
Stop the Clock Email Address : Request Track : Simple
D L T T — Due Date: 06/20/2014
Extend Due Dat . . .
nd bus bate Phone Number : N/A Assigned To: S 14 (Chief of Naval
Fax Number : N/A Operations)
Create Task Address - [ Last Assigned By : T Whew (Chief of Naval
Operations)
Upload Responsive Records City: =
State/Province : W 3
Create Correspondence zZip Code/Postal Code : 9
b 7
Create Comment
Revision 0.15 4/12/2017

Disclaimer: This presently is drafted for internal use within DNS-36 Office, as revisions are made we will develop an Standard Operating
Procedures (SOPs) for widespread use.



Tabs on the initial page of the request (Request Details) (Figure 4)- In addition to the main tab menu,
many pages have “sub-tab” menus, in support of the specific action or case selected.
o [IETDN(1), (2), (3), (#) indicates number of comments (4),
(5)
o Appellate Authority (6)- See page 22e
o Acknowledgement sent (7) - if the Requester provided an email address the system will

automatically generate an acknowledgement email. If no email was provided the date would be
the day the acknowledgement letter was sent.

e 5 Day Notifications (8) —checking this box will enable the system to generate an email to remind
the case worker every 5 days that the case is still pending.

e Short Description (9) — Title of the request. In certain cases it is recommend to put Classified,
HV, PIl, Media with a semi-colon then the short description, this allows easier search capability.
a. Box beneath the title (10) — a short description of the request. This is not necessarily a

cut and paste of the original request, this should be a short summary of the request(up
to 2000 characters). “Requester Info Available to the Public:” should be changed to Yes
when appropriate once appropriate Privacy concerns have been addressed. NOTE: Per
DON Policy, Post for public Release should be the norm not the exception.

Lup L Lreun

e Submission Details Case File Admin Cost Assigned Tasks Comments (1)

Create Task r Request Handling T ] 5
@ Requester Info No |Z| @ Request Perfected : Yes
Upload Responsive Records Available to the Public : Perfected Date: 05/22/2014
Request Track:  Simple S
Create Correspondence |Z| Appellate Authority : | 0JAG14 E‘
Fee Category: Media/Educational E Acknowledgement Sent Gl—— 7
Create Comment Fee Waiver Requested: Yes Date:
Fee Waiver Status: Pending Decision @ unusual No
. . Circumstances 7 :
. Expedited Processing No &7
Create Consultation P r
Requested : 5 Day Notifications: [ tip—C
Create Referral Expedited Processing N/A Figure 4 Litigation: No |Z|

Status: Collapsed Module

Create Appeal

Request Description
Interim Release 9 el G101 Description :

Transfer Request ‘1 H

Export Request
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Initial Page of Request Continued (Figure 5)

e Additional Information Module (1) — In this module put in addition information such as if referred by FBI
etc. their case number.

e Upload Supporting Files (2) — here the requester can upload any file they feel is relevant to the request if
they are creating the request themselves. If the request came in through other avenues (e.g. email, postal
mail) after creating the request you should upload any documents they included as well as the request
itself. Ensure to sanitize for any Privacy concerns.

. &-NEVER upload any of your work, emails or correspondence. This is for information provided by
the requester ONLY.

e Attached Supporting Files (3) — here is where you will see supporting files uploaded.

e SAVE CHANGES (4) — ALWAYS SELECT SAVE CHANGES BEFORE MOVING ON OR THE ATTACHEMENTS WILL
FOLLOW YOU TO YOUR NEXT PAGE OR CASE.

Print Case File Additional Information
Case #: Figure 5
/Name of Local Command :
1 Contract/Sol.# :

@ Limit Request To select Limit Request To Clearly Releasable InfoE
Clearly Releasable Info :

r Attached Supporting Files
@ Attachments Available to the Public:  No E

3\ Attached File Type Size (MB) Remove

™14 005178 FOIA REQ.pef PDF 0.57 kd

2 o Upload Supporting Files

f you are having problems, or do not see the "Select Files" button, switch to the basic uploader.

No attachments have been added.

e | |

Additional Case Tabs (Figure 6)

e Selecting “Case File” (Figure6) (1) - Opens a whole new row of tabs (2)
e Records Tab(Figure 6)(2)
0 When unclassified responsive records are uploaded using the action button “Upload Responsive
Records” (3) “Publish options” (4) are available and can be changed as the processing continues. The
“Publish options” can be set next to the record up loaded by a drop down (5).

Revision 0.15 4/12/2017
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10

e DGE DetE Submission Details [ casefile | Admin Cost Assigned Tasks Comments (2} |
1 .
Direct URCT https://folaonline.regulations gov:443/fola/action/public/view/requd F|gure 6
Upload Hesponsive Hecords
‘N.. Case Details
Create Correspondence 3 TypeofCase: F o @ Received Date: 01/14/2014

B clock Initially Started On : 01/14/2014
Original Assigned Agency !
al Tracking Number : DoN-2014F000468

Fiscal Year : 2014

Create Comment
Total Days Pending : 92

Final Disposition :

Create Consultation

Create Heferral Appeals

Financing |  Restricted Materials

Create Appeal
Case Responsive Records

Publish Options : WU - Unredacted - Unreleasable RR - Redacted - Releasable
Interim Release 4=t R - Redlacted - Unreleasable REQ - Release to Requester Only &
UR - Unredacted - Releasable
Transfer Request
Filter by Title or Keyword(s) : SUBMIT m Results 50 |=|
e i 3 & items found, displaying all items. B2
\\‘\\_ Pusbstivh Titte & Type o [ Retertion & | Puc-tion Petail
Generate Invoice
\nn [=] =2012F021220 Finel Redocted PDF N/A Default P | -]
Print Case File
RR [+] Fw._status of oldest cases (Fina... POF N/A Default 2 kd o9

e Selecting Exemptions (Figure 7)
0 Selecting the pencil (6) in Figure 6 open a new window to select Exemptions.

0 Select appropriate Exemptions (1) and applied keywords (2). (Figure 7)
O Select (3). (Figure 7)
(0]

This also allows FOL to total your exemptions applied by type for the annual report.

Request Details

[

Tracking Number : DON-NAVY-2014-000892 Submitted Date : 01/14/2014
Make Assignment [ Requester: Aiesl St Perfected Date : 01/14/2014
Estimate Costs Organization: N/A Last Assigned Date: N/A

Requester Has Account : No Fee Limit: 525.00
Stop the Clock
Extend Due Date r Edit Responsive Record
* Title: 2013F041230 Final Redacted
2 —»o Keywords : ity -

Upload Responsive Records

Create Correspondence

@ % Release Type: RR - Redacted - Releasable [z] © Exemptions ex1: 1 e 7(D): T
Create Comment © ¥ Fraquently No |Z| Applied : ex2: T e 7E): T
o Requested?: x3: 7 7 T
) Referred to Non-  No a4: T Ex8: [
Create Consultation Participating Aggnw?i ] s Exo:
Create Referral File Formt : POF ex6: T Exel1: T
Author : Ex. 7(A): T Excl.2: [
Create Appeal Added By : St " ex.7(8): T Excl3:
i Size (MB): 0.15 x.7(0):
P — \-\ Date Created : 05/17/2014 © Retention Use Agency Default E
Record Release Date: N/A period :

Transfer Request

= |

e Consultation Tab: (Figure 6)(2)Using the “Create Consultations” Action button to coordinate with another
command, the consultation documentation will be maintained as part of the command.

e Correspondence Tab: (Figure 6)(2) “Correspondence to Requester” all correspondence between the
agency and the requester is maintained here to include the acknowledgement email generated by FOL.

(Figure 8)
0 Select “Create Correspondence” action button (1).
0 Select Correspondence Type from the drop down (2)
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» “Correspondence to Requester” generates an email to the requester when saved. For
use when the requester has provided an email address.
» “Other” will save the document to the Correspondence section and the document will
need to be sent through the U.S. Postal system. Any other documents may be saved as
“Other” as well (e.g. emails with other components).
» Both correspondences above will be saved in the system for the administrative record.
If your Echelon Il has populated Boiler Plate letters select the Letter for use from the “Letter
Template” drop down (3).
The “Email Subject:” line (4). Most users just copy the second line in the Email Body provided.
(i.e. DON-NAVY-2014-XXXXXX)
“Email Body:” (5) box is used for any free text you wish to send.
“Correspondence Attachments” are where you will attach any records or documents you wish to
send to the requester (i.e. Response Letter to Requester, Records or Documents that have been
requested and are releasable). Click “Select Files” (6) choose the file you are sending, click
“Create” (7) at the bottom of the page.

&-If you selected “Correspondence to the Requester” (2) from the drop down the
Email with all the attachments will be sent once the “s==button is pushed.

Extend Due Date r Create Correspondence

Note: To add correspondence to the case file without sending it to the requester, choose Correspondence Type

"Other" (attachment or letter template required).
Create Task

* Correspondence Type :  Select Cor di Type El < 2

Upload Responsive Records

@ From: DONFOIA-PA@navy.mil
=" @ To:

Letter Template :  Select Letter Template e———3
4P & £mail Subject :

Create Comment

* Email Body : == || Tnsert g
Create Consultation B
05/28/2014 08:13 AM
Create Referral FOIA Request: DON-NAVY-2014-
5e——p
Create Appeal
Interim Release
Transfer Request
Export Request
Begin Close Out Process
e T ey  Correspondence Attachments

if you are having problems, or do not see the "Select Files” button, switch to the basic uploader.

Print Case File

4—F

Figure 8
Nothing found to display.

—n

Appeals Tab (Figure 6)(2): This is where any appeals that have been filed while the case is still
being worked will be filed. All red asterisks (*) must be filed in when using this section.
Financing Tab (Figure 6)(2): In this section are any invoices you created using the “Estimate Cost’
Action button and any payments already received.

Restricted Materials(Figure 6)(2) : Self-explanatory.

Revision 0.15 4/12/2017
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II - Action Button takes you back to the Request details page.
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o Admin Cost Tab: (Figure 9) This tab is used to add costs to your invoice. All Red Asterisks (*)
must be fill in. under “Charge Type” (1) is a drop down menu with 15 items to choose from.

SAVE CHANGES

g e

Extend Due Date

Create Task
Upload Responsive Records
Create Correspondence

Create Comment

Create Consultation
Create Referral

Create Appeal

Interim Release
Transfer Request

Export Reguest

. (Figure 10) Tasks are created using the “=™*

Review

Submission Details Case Fila Admin Cost Assigned Tasks Comments [1}

[ Entries
No entries have been added.

Figure 9

r New Entry
% User Type:

* User Name :

Billing Category :

% Charge Date:
* Charge Type:
@ % Hours:
% Billable? :

Agency User |z|
e o f "y =

Rate 1

05/28/2014 =

Er e

0.00

Yes |z|

savz casers | casce

action button (1).

0 Outcome (2) — “pending” means it’s not completed yet, “other” means something has

been done with it.

O Assigned To (3)—
Assigned By (4) — Self-explanatory. Note: It can be the requester themselves if they are

o

Self-explanatory.

requesting Expedited Processing or a Fee Waiver.

o O O o

Request Details

Date Sent (5) — Date Task was assigned.
Due Date (6) — Date Task is due to be completed.
Notification (7) — selecting this box generates an email reminder the task is still pending.

@ (8) - Expanded view of the Task and Response.

Figure 10

Make Assignment

Estimate Costs

Tracking Number :
|:|:| Requester: e Culipwae
Organization : Whsidui

Requester Has Account: No

DON-NAVY-2014-00m . Submitted Date: 05/22/2014

Perfected Date: 05/22/2014
Last Assigned Date: 053/27/2014
Fee Limit: $0.00

Stop the Clock

Submission Details Case File

Extend Due Date

Outcome %

Create Task ‘_.——-1

Upload Responsive Records

Pending

@ed To é\ﬂssrgned By

i Mg | i Mgl

Admin Cost Assigned Tasks Comments (1)

Review

%  Dat®Sent ¥ Due Date #* (COosed Date $ mtinn Detail

Waw  05/22/2014 =

Create Correspondence SAVE CHANGES TUPDATE NOTIFICATIONS

Revision 0.15
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e  [EluiudiiliCan be used as an additional log. Phone conversations, Face to Face conversations or
any other information the User (i.e. Caseworker, Reviewer) wants to place in the comments.

S When closing a case a reviewer may be required depending on your office Policy. Recommend
not setting a Reviewer until you are ready to close the case. If the case is re-assigned with a Reviewers

already set then it will transfer with the case.

BEGIN CLOSE OUT PROCESS

e Ensure that the proper numbers of Reviewers are assigned in the “Review” sub tab. No
reviewers should have been assigned prior to this step.

e Select segincoseoutprocess  from the Action Menu.

e Select the appropriate option from the drop-down menu in the “Final Disposition” module. This
disposition will be reported to Congress.

e Review the information in the “Responsive Records” and “Exemptions Used” modules for
accuracy. If necessary, make the appropriate changes, than repeat the process.

e (If applicable) Enter appropriate text into the “Invoice Comments/Instructions” module.

o C(Click the green “Hessisesstad” hutton.
e The Review Sequence will begin.
0 A “Case File Review” Task will be created for the First Reviewer in the Reviewer Order.
0 If a Case File Review Task is rejected, the Review Sequence will be aborted. The
closeout process will have to be restarted from the beginning.
O After all Case File Review Tasks are approved, the Review Sequence will conclude and a

My Cases

“Final Disposition Notice” task will be sent to
¢ In the Final Disposition Notice task, select “<**™* from the Action Menu.
» If the requester does not have an email address, ensure that the Final Disposition Letter
has been added to “Correspondence” “Other”
i. Enter the Date the Final Disposition Letter was sent in the “Offline Closure
Date” module.
ii. Click the button. This will Close Out the Final Disposition
Notice Task and the FOIA request.
iii. Send Hand copy of Final Disposition Notice Letter, a copy of the Initial
Request and any Documents or Records being released to the Requester

through regular postal mail.
> The “Final Disposition Notice” module reflects the “Create Correspondence” module
(Figure 8). The “Attach Supporting Files” module reflects the “Correspondence

Attachments” module (Figure 8).
> (If applicable) Select the appropriate Invoice(s) for the “Attach Invoice” module.

Revision 0.15 4/12/2017
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Attach Invoice, Records, or Past Correspondence
Filter Al E Results 50 E
One item found. I:l
Record
Send? Title Type Release
Type
Select DON-NAVY-2014-100952 Invoice 20140602, pdf Invoice
One item found. I:l

» Click the S5 putton. This will Close Out the Final Disposition Notice Task and the
FOIA request. FOlIAonline will send the Final Disposition Letter to the requester.

REPORTS (Figure 11)
Glossary FAQs Resources About

Administration My Account *.

Agency Reports

Annual Report 1

Annual Report: These reports are also public facing and contain real-time updates regarding request, referral,
Backlog Report 2 appeal and consultation metrics. The reports are identical to those produced in the year-end annual report.

Year-End Annual Report: The year-end annual report is generated after the fiscal year has ended and all request

3 processing has been completed. The year-end annual report is generated from the backend and populates within a
table, including an editable version of the report. The editable version of the report uses individual tables to allow
4 modification of system data and input of data not captured by the system.
Audit Log Report: A per request list of the actions taken, including the fields that have been updated for each

action.
Backlog Report: Produces a list of all requests that are flagged as backlogged.
Workload Report: Produces a breakdown of the requests, appeals, referrals, consultations, and tasks assigned to
Fee Waiver Report  § users at the user’s level and for individuals below them.

Record Retention Report: Monitors the retention periods of released records and allows privileged users to extend
Overdue Cases Reporg the retention period or remove expired records.
Expedited Processing Report: Produces a report of all requests and referrals which have expedited processing tasks.
Fee Waiver Report: Produces a report of all requests and referrals which have fee waiver tasks.
Overdue Cases Report: Produces a list of all requests, referrals, and appeals which are overdue,
Delinquency Report: Produces a list of all requesters who have outstanding fee payments for 30, 60, or 90 days.
Custom Report: A powerful report which can be used to specify a variety of input criteria.

Workload Report
Retention Report

Expedited Processing Report §

Appeal Report 8

Delinquency Report Q)

Custom Report 4 1) Figure 11

Help Desk (8:00 am - 6:00 pm ET, M-F) | Toll-Free: (844) 238-7744 | Local: (970) 494-5506 | Email Support
Privacy and Security Notice | Accessibility Statement

1. Annual Report (Figure 11a) = When using this function ensure your Time Period from date (2) is far
reaching (i.e. 1/1/2000) to present (3) to ensure to capture all old case information. The Annual Report
function does not return historical data. Data is current to the date of the Report. When running this
Report you will need to select each portion separately from the drop down menu (4) (i.e. “Ten Oldest
Requests” run Report, then “10 Oldest Consultations” run report)
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My Account Search FOIA requests...

Reports Figure 11a
Annual Report 1

T e | R * indicates a required field.

Audit Log Report Report Criteria

Backlog Report
* Agency: DON - Department of the Navy

* Report Type . [T - | ¢—— 4

Workload Report * Time Period : = to ]|
Retention Report T T
Expedited Processing Report 2 3

Fee Waiver Report

Overdue Cases Report

Delinquency Report

Custom Report

2. Backlog Report — Shows all Backlogged Requests.

3. Workload Report — Shows all Requests, Appeals, Referrals, Consultations, and Tasks assigned to

users.
4. Record Retention Report — Shows the Retention Date of All Cases

5. Expedited Processing Report — Shows All Requests for Expedited Processing and the Status of the

Expedited Processing Request.

6. Fee Waiver Report — Shows All Requests for Fee Waivers and the Status of the Fee Waiver Request.

15

7. Overdue Cases Report — Shows All Cases that Remain Open Past the Due Date, including whether that

request has any Open Tasks.

8. Appeal Report- shows appeals by office , received dates can be entered and closed dates can be

entered.

9. Delinquency Report- Returns information on Requesters that have not paid invoices for past

Requests.
10. Custom Report - Function similar to an “Advanced” Search.

UPLOADED DOCUMENTS VISABILITY:

Public
After Internal
Public Requester | Closure | Only
Other Correspondence X
Correspondence to Requester X
Attached Supporting Files Y/N X
Responsive Documents — RR-
Redacted- Releasable X
Responsive Documents — RU-
Redacted- Un-Releasable X
Revision 0.15
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Responsive Documents — UR-

Un-Redacted- Releasable X
Responsive Documents — UU-

Un-Redacted-Un-Releasable X
Responsive Documents —

REQ- Release to Requester

Only

Description Y/N

Modified Description

(Overrides Description) Y/N

Short Description (Subject) X

&WHAT TO UPLOAD WHERE&

Upload Supporting Files

Correspondence “Other”

Correspondence to Requester

FOIA Requests

Redacted versions of
Attachments that came with the
FOIA request

Envelope in which the request

Draft Acknowledgment Letter
Emails

Research Materials

Final Acknowledgment Letter
Final Response Letter to
Requester

16

came in.
Draft Response Letter to
Requester
Admin Log/Phone log

Upload Responsive Records Restricted Materials

Records (potentially) responsive  Sensitive (unclassified) records

to FOIA requests that should not be viewable to
parent site(s)

“Placeholders” for responsive

records that cannot be uploaded
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Good Morning

Gointo Unassigned Cases
Find Casa Number
Make sure you select Riequest nof Tesk, Taskwill be used at a later fime.

Reports Administration My Account .

Unassigned Cases Agncy NAVY E rilter AN [V Resuits 25 E
My Cases :
12 items found, displaying all items. j
Unassigned Cases
Assign Trocking Number % Tipe % Requester $  Submitted % Due & Detail
Assigned Cases DON-NAVY-2017
O o087 Request John Edwards 10/24/2016  TBD o
DON-NAVY-2017- ey
New Request :
q | Ona Request jamie labranche 10/23/2016  TRD )
New Conoukation DON-NAVY-2017- ;
O i Request Elaine Donnelly 10/23/2016  TBD o
New Referral
DON-NAVY-2017- 4 :
.B
O 0042 Request Moises . Benhabib 10/21/2016  TBD U
DON-NAVY-2017
[z : Reguest  Alfred G. Smilh 10/21/2016  TED ¥

427

New And Shiny FOIA

Reports Administration My Account .

S Request Details Status : Research Records Due Date : 11/21/2016
@1
Unassigned Cases
£\ Click on the biue icon
You should ""E u O O O O (this wil allow you to
Assigned Cases "Request Details”. viewal ertinent
Submitted Evaluation Assignment Processing Closed l"ﬂmm
Request Detalls
Tracking Number : DON-NAVY-2017-000425 Submitted Date = 10/21/2016 o
i e ] Reguester: Mr. Skippy Huffernutter Perfected Date : 10/21/2016
Sk it Organization: NfA Last Assigned Date : 10/21/2016
Requester Has Account © No Fee Limit: S0.01
Stop the Clack

Extand Due Date | Submission Details [T AdminCost | Assigned Tasks Comments (0) Review

Revision 0.15 4/12/2017
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Requester Who?

P — Status ! Reseorch Records Due Date : 11/21/2016
&
Unassignd Cases
T ‘s L N Q -
Submitted Evaluation Assignment Processing Closed
Asguest Datall
Tracking Number : DON-NAVY-2017-000425 Submitted Date : 10/21/2016 L7
ke Assignmant [ Requester: Mr Skippy Fluffernutter Perfected Date 1 10/21/2016
sganization ssigned Date 2016
Bl s Tt Cwganization - NfA Last Assigned Dat 10212016
Regquester Has Account : No Fee Limit: $0.01
Stop the Clack Request Track | Simple
Phone Number @ N/A Due Date : 11/21/2016
Extond Dus Date
Fax Number @ Nf& Assigned To . Raymond Hartwick (Chief of
Addiess - 123 Help Me Rd MNaval Dperations)
Crwat Task ity : NicKeas Kok Lol Last Assigned By : Raymona Hartwick [Chief of
Naval Dperations)
state/Province : PA
Upload Respansive Record:
picnd Ravpostie Reseoe Tip Code/Pastal Code : 15132 .
&
Craate C d

= =) |mm Admun Cost Assipnied Tasks m
NOTE: When expanded, there are a few things that need to be validated; there must be:
(1) Physical non-government address.
(2) Willingness to pay fees.
(3) An email address would be helpful but not necessary. Without an email, the
response has to be mailed via snail mail.

If 27?7

AdminCost | Assigned Tasks | Comments (0)

Create Comment
Reguest Handling
(reate Consultation
0 Requester Info N E 0 Request Perfected : UAI)
Create Referrl Auvazble o the Publc Perfecled Dale - 10/1/7016
Request Track * etemeda [ . Select Authority
CleateAppeaI ! Select Fee Category ) "‘.ﬂﬂf‘”ﬂ"‘ A"Thn”n . E

Fee Calegury - Other 1] Ncwondedgement Sent ygjmpg

1. Check the “Comments” tab for any possible comments that are applicable to
the case.

2. Check “Assigned Tasks” for any possible action needed.

Revision 0.15
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In-Processing

— Request Handling

Create Task

@ pequesterinfo No [V @ Request Perfected : NO
Upload Responsive Records Available to the Public : Perfacted Date : 10/11/2016
Request Track© Simple [V i Tl
Create Correspondence ™ i Appellate Authorlty : |0JAG14 it
Fee Category s Select Fee Category ™| Acknowledgement Sent 10/21/16 =
Create Comment Fes Waiver Requested: YES & Date:
Fee Walver Status: N/A @ unusual No
Circumstances ? :
o Consultath Expedited Processing YES 4
et bonsuiiation Requested - 5 Day Notifications: [
Create Referral Expedited Processing NfA Litigation : Mo [w]
Status :

Create Appeal

“Request Track” Simple and Complex are the two options.

“Fee Category” there will be 3 different categories to chose from (1) Commercial (2) Media/Education

(3) Other. Determine if the requestor is connected to any medical or educational program, most will fall under
other.

“Fee Waiver Requested” this is either yes or no. If yes, there should be documentation attached to the
original request.

“Expedited Process” this is either yes or no. If yes, there should be documentation attached to the original
request.

“Appellate Authority” OJAG14 and OGC are the two options. What if left blank?

“Acknowledgement Sent Date” if an email is attached to the case, the system will automatically generate an
acknowledgement letter. If there isn’t an email, a manual letter must be generated and sent to the requestor.

Short Description

— Request Description

Iterim Release @ snort Description © Mavy Chaplains.

This is a FOIA
Lou Costello ssing who
amount please contact me befoy

t for the 1.5, Mavy's Chaplain Corp. regarding emails between Cha
n First. | agree 1o pay up to 50,01 for thi
hand. Thank you in advance, Skippy Fluffernutter

fud Abbat and Chaplain
were to exceed this

Transfor Request

rmation, i

Export Request

Begin Close Out Frocess © Description dvailable to the Public: Mo [W] Has Description Been Moditied? B 291/2000
This Is a FOIA request for the U.S. Nawy's Chaplaln Corp. regarding emails between Chaplain (58] and Chaplain
Gurwrwts Invoice (o)) discussing who was on First. | agree to pay up to $0.01 for this information, if fees were to exceed this

amount please contact me before hand. Thank you in advance, [b){5)
Print Case File

Read the request description. From the request make a short description and type in the
highlighted area. The short description should be no more than four words.

“Has the Description been Modified” when you click this box, another box will appear with the

same request information. This is where you will redact all Pl (personal information) pertaining to
the case. This is where you will refer to “The Nine FOIA Exemptions” worksheet.
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When in Doubt...SAVE!!

NOTE: You will skip “Additional Information” and “Upload Supporting Files” and go to...

Upload Supporting Files

f you are having problems, o do not see the "Select Files® button, switch o e busic upiooder

No attachments have been addad

Printing & Saving

Go to the top of the page and click on Print Page.

Create Comment City: arlington

tate/Proince . VA

D you wart to 6pen et séve printPage.pdf from foronline.regulations.gov? Open Save (Y| Cameel

This box will appear at the bottom of your screen and you should click on the
black arrow next to “Save” and click the “Save As” feature.

Revision 0.15 4/12/2017
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Save As...

B Ceskror

Js Dovaninads |-
Liberko, Roberta CTH OPRAY,

25 Mscent Places J& OHS-36

Doty “* Compitie

o Music

B Pickorss Metwarre
B viceos n
e um . ML 001033 finl Ademin Lo

Fle e priniPage
Save s type: |Adobe Acrobaet Document

Save Cancel

= Hicke Fodess i "

This is the screen that will come up. You should make sure
you’re saving the file to your desktop and rename your file.

Snap Shot

m- Desktop P, |49 ) Search Deskion B

Organize = Mew folder
T Faaites Libraries [}
B Desktop tem Folde =

Js Downloads

-

Liborke, Roberta CTR OPNAY,

5 Rocont Places !& izl

3 Libraries
% Documents \ ~ Lo
d Music : 2
&, Pictires vk
B videos e Eali
& inal I
5§ Computar . KT 2016010235 Find AdminLog |

File name: 2017-000121 Saap Shot pdf
Save as type: |Adobe Accbat Document

= Hide Folders Save Cancel

This is the screen that will come up. You should make sure you
are saving the file to your desktop and rename your file.
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Filling Out DNS-36 Check List

For (Mficial Use Only [FOUD) - Privacy Sensitive. Any misuse or unautherized disclosure nsay result in both criminal and civil penalties
FOIA Case #: l\'i;(crl:axca: P [ crassifien  |[7] aeveal ([[] LITIGATION
m [[] meFERRaL  [[] conGREss |[C] wieHviz|[] CONSULTATION
Requester/Organization:
" ks Reguest Received By
Fee Category: Receipt Date Date .\xﬁlgncd:| |I'latc D||L':|
Processing Track: Caseworker
Checklist nitial | pate | Checklist Initial | Date
[] PERFECTED? |[__ Appellate Authority [ DD2086 Feo Assesmont Congplots

FILLING OUT DOCUMENT:

FOIA Case #: retrieve from snap shot (track number)

Subject: Short description

Requester/Organization: The person or agency requesting information i.e. S. Fluffanutter
Fee Category: Three options 1) Commercial, 2) Media/Education, 3) Other. Refer to p.

Processing Track: Two options 1) Simple, 2) Complex.
Request Received By: Nine options 1) Certified Mail, 2) DONFOIA-PA, 3) Email, 4) Fax, 5) FedEx, 6) FOIAOnline,
7) Regular Mail, 8) SIPERNET, 9) Tasker/TRIM.
Receipt Date: When was it entered into FOIA Online.
PllI: This is when a request with PIl needed redacting

Internal Use Only

Checklist

Initial

Date

Checklist

Initial | Date

PERFECTED? ||~ Appellate Authority

FIl remaved from FOLA request (Paper &Tcal)

R logeed into FOL by |

[~ DD2086 Fee Assessment C

eved (I Applicalile)

10-Day Extension Letter Sent

at

ation Sent ta:

Vaughn Index Comy (It Applicable)

Appellate Authority: Always check box.

PIl: Only check if you had to redact on the snap shot.
Req Logged into In-processing Excel Tracker: Check the box once logged in or
Expedited: Is the requester requesting this case to be expedited, if so, mark it.
Fee Waiver: Did the requester request for a fee waiver, if so, mark and provide documentation to support.

Note: Initial and Date only if the box was checked off.

™ Short De o FOlAonline
Riquest logged into In-Processing Excel Tracker o FOLAouline
4 wat o & Dhate: [ y
[ Expedited [T Fee Waiver [T Split Reih:
[ Adjudicated -1 [T Heferral Latter Sent

[~ CaseClosed in FOLAonline

[~ Final Response Sent to Requester

[~ Logged in Closed Cases Excel Tracker

| (Classified) Case Closed in Exi

Tracker

[~ Case Folder Stored in File Repositary (box in Office)
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Still Check Listing Stuff

Checklist Initial MI Checklist Initial | Date
A frosn FOLA pequest (Paper 8Tool)

hoc's Uploaded to FOLAonline

s Uploaded o FOLAanline

[~ PERFECTED? [? Appellate Authority ¥ | orae [~ DD206G Fee Assessment Completed (i Applicable]
I
I
[
[
I

[% Expedived I':r. Fiew Wniver [
[ Adjudicated I =l [
[T 10-Day Extensson Leter Sent T
[ 20-Day Letter Sent [ Fimal Response Sent to Requester
[ [

Logged in Closed Cases Excel Tracker

e Oty . e ¢ etk e bt R
| FOIACase #: | 2017000121
Date | miials| Comments | Time i) |

NOTE: Once completed save to desktop under case number and admin checklist i.e. 2017-000121
admin checklist.

All Actions Taken

Final Disposition ‘ Total Pages Processed Total Processing time | Initial | Date
Record Retention Responsive Records
O 2ven ||—| sves ‘ Destray hare =m.m..‘.-.-...m,.-.a-mD‘ mmD ;Q,n-.-.‘nm\:’

Date Initials Comments ﬂw!“u}

—
L1
[ J
1
Date / Initial and keep track of any actions that are taken.
Time (Hrs): This is written in a ten minute increments.
Revision 0.15 4/12/2017
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Where My Cases At?

Cases will be available to individual
caseworkers as well as their FOIA office in
the My Cases And Unassigned Cases
respectively.

Wy Cases

My Cases

12 Ikems found, displaying all it
Unassigred Cases
i here

Aasipned Cases

Comglex

Comglex

Administration

Iasan Leopold

Jasan Leopeic

My Account

Filter i

ORf22f2016

0HNE

092111016

od/14£301%

08/17/55

bsoarch FOLA requests... [l

s
Detereni

Aasigry

To Perfect or Not to Perfect..?

Request Details

Status : Assignment Determination  Due Date : N4

My Cases
- 0(Never Started)
Unmsaigrod Caves .
o oo
Assigred Caras - - d
Submitted Evaluation Assgnmant Brocessing Cloged
Request Details
Fi Tracking Nummber : DON-NAVY-2017-000415 Submitled Date : 10/21/2016 >
A o : ;
il At Requester s Me. Skippy Flulferuttes Lust Assigned Date : 10/21/2016
s P ganization: NfA o Limit :
Requester tas Account : No
Croate Task '
Submission Detads Case File AdminCost | Assigred Taiks Comments (0] Review
Crasts Carrespondence |
— Reguest il — | Gnce Case s eady
Creste Comment 4 e /’ ta be uu-;!—éRwaEgg
s o - . - ) persomel, PE
0‘2. n._:uu;.;ur no V| @ Reques: Perfe .-.(“., v ) o Caa vl o
Avaitable b t -
— e Appellate Authority  GINETE v YES
Sooete fopes Request Trark © Simple V]
i Acknowledgemant sent 10/21/16 i |
e Lalegaty - Othar b Date:
it ol s Fee Walver Requested: Mo« 9 unusal No
fee or Status: NJA Gircumstances 7
T s Recqumt steations. 01
Fpedited Processing No o 5 Dy Notifications: []
— Requested Hitiaation - ma
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New Stuff

Wy Cases # The clock has been started . Mot Confimmtbon of rew.
| » The request changes have been successiully saved. infiemation hes been saved
Unassigned Cases .
Request Details Status : Assignment Determination  Due Date | 11/21/2016
Assigned Cases C 0
N n Fa —
{ Fre
- O 0 o o
Submitted Evaluation Assgnment Processing Closed
Make Assignmant
Esthmare Costs Tracking Numiber : DON-NAWY- 2017000415 Submitted Date: 10/21/2016 v
Requester - M. Skipay Flufiemutter Perfected Date: 10/21/2016
Stop the Gk £ by i
Organitation = NfA Last Assigned Date : 10/21/2016
Extend Due Dats Requester Has Account : No Fee Limit - S04
————
Create Task Submission Detaits Aumin Cost Assigned Tasks Comments (0]
Upload R ive Recorc <
 Request Handling I
Create Cormespondence @ Requesterinfo o [V @ pequest Perfectad : Ves
Available to the Public : Pecfected Date : 10/21/2016
Create Comment equest Track : vl
Fequest Track: Simple || Appelite Authorty . OIAGLA v
L " =
Continuing L
Record Retention Responsive Records
I: 2 Years I:l G Years Destray Date: # Responsive Documents | 1 || #Pages| 2 Evmpllmls
Date |lniﬁals Comments Time (Hrs) |

=
=

AUelElHLE

10-21-16 | BL  |Recommend sending to Chaplain Corp for Responsive Records.
10-21-16 . RH  |Reached out to Chaplain Corp. for Responsive Records, POC will look into request and provide DNS-36
| pertinent information.
10:23-16 | BH |Heard back from Chaplain Corp. POC via telephone Found Responsive Records, will send them to DNS-36
via secure mail.
10:25-16 RH  [Received Responsive Records from Chaplain Corp, with redaction recommendations provided.

Beginning Redactions for Release to Requester.

=

Subtotal 04
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Responsive Record _UU

Email from Bud.Abbot.civ@navy.mil

Hey Lou,
Strange as it may seem, they give ball players nowadays very
peculiar names.

V/R
Father Bud Abbot
Naval Chaplain Corp.
Priestus Mostus
COMM: (123)456-7890
Email from Lou.Costello.civ@navy.mil
|
Hey Bud,
Funny names?

V/R

Father Lou Costello
Naval Chaplain Corp.
Priestus Leastus
COMM: (098)765-4321

Lou,
Nicknames, nicknames. Now, on the St. Louis team we have
Who's on first, What’s on second, | Don’t Know is on third...

Bud,
That’s what | want to find out. | want you to tell me the names
of the fellows on the St. Louis team.

Lou,
I’m telling you. Who's on first, What’s on second, | Don’t Know
is on third...

@

ud,
You know the fellow’s names?

,_
r o
£

<

o

i

ud,
Well, then who's playing first?

,_
o
£
<
©
&

@

ud,
I mean the fellow’s name on first base.

,_
o
£

Who.

-‘

ud,
The fellow playin’ first base.

Adobe Pro for Redaction

il e the names of the felows on the 5t Lovis

Viou kngw the fellow's rames?
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Responsive Record RR

Strage 32 may s, they g ball players nomadi veey poliar e,

sisirames, e o, oo o [N e e v [N < v N 0
[ m

TRt whi | wies 1o fiod ut. | st you 10 Ll me The names of the Tefkows os The 51 Lous
tam

Letter to the Requester REQ

E MAVY

[N — ——

| e e febow's name on firr base.

The felow playw frse base.
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Final Check List

Final Disposition Total Pages Processed Total Processingtime | Initial | Date
Partial Denial 9 0.5 RH | 103116
Record Retention Responsive Records

2Years 6 Years Destroy Date: # Responsive Documents b =Pagcs\i Exemptions | (b)(6)

Date | Initials Comments Time (Hrs) |
10-21-16 BL  |Recommend sending to Chaplain Corp for Responsive Records. I 0.1
10-21-16 RH | Reached out to Chaplain Corp. for Responsive Records, POC will look into request and provide DNS-36 I

pertinent information. I 01
10-27-16 RH | Heard back from Chaplain Corp. POC via telephone Found Responsive Records, will send them to DNS-36 !
via secure mail. I 0.1
10-28-16 RH | Received Responsive Records from Chaplain Corp. with redaction recommendations provided. I
Beginning Redactions for Release to Requester. I 0.1
10-31-16 RH | Redactions complete uploading to FOL with signed Letter to the Requester for close out. l 0.1
Subtotal 05
Rasigned Cases v e o w v
Submitted Evaluation Assignment Processing Clesed
Request Detalls
Trackeng Humber © DON NAVY. 717 000425 104812016 1>
Make Assignmert
Requester @ Mi. Skipgy Flulfermutter o 10/21/2016
Estimars Comz Cuganization: Nf& Last Assigned Oate © 10/21/2016

Requester s Account 1 No

Fes Lima @ 50,00

Stop the Clack
Bt s Dt [~ Upload Resp Records
The Refease Type con be moclified mfter uplooding but murt be prowvid
Records shouid be uploaded in batches with identical reiease fypes.
Crente Task

Upload Resporshve Records

Create Cotrespondere m
Create Comment
Mo records have been uploaded,
Create Comsubtation )
® Helease Iype . sgloct Release Type b |
Create Referral 0 yeywords:
Creatn Appesl
Interim Aelease L R

Disclaimer: This presently is drafted for internal use within DNS-36 Office, as revisions are made we will develop an Standard Operating

1 you are having problems, or do not see the “Select Files® button, switch io the basic uplooder
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Attached Docs as UU

Create Rotem:
LTSN kil m Uploaded files are found under. Request |
— Case Responsive Re 7 Details - Case File - Records. |

Croate Appea’

nredacted - Unreleasable RA - Redacted - Releasable Lo the Geners
Ry Unreleasable
UR - Uni ted - Releasable to the REC
Ganeeal Public

Publsh Options : U -

dease Lo Requester Only
nterim Reloase

Transfer Regquest

Filter by Title or Keyward]s) Results 50 [W]
Export Requast Filte !z

& items found, displaying all items I
et Cloos Onk Procest Pabrish Title ¢ Tped Exergt Betevition & Bction Detull

R kol w ¥ al POF  NfA Default > I |
R e T w v POF  NfA et Sl
Ul ™ MF NA Default
Decuments s uslcaded with _J d o
the release type: 1
w v A POF  NfA Default X . |
UU - Unredacted
Unreleasable
w v 0F o NfA % I |
As UL, fhey are urviewadle by
the public w :l Srsnonsive PO NfA Dafault d W

neLUTUY DRI
Create Relerra
r Case Responsive Records
(Create Appeal Chck the Pencil in order to
Pubilish Optiors : UL - U ed - Unreleasable RR - Redacted - Refeasable to the Gener, rnoka which ‘“r:'ﬁm,m
RU - Red. Public uzed in the processing of this

UR - Unre REC - Release to Reguester Only asH
Interim Release Geriaral Public y g
Transfer Request Filter by Tithe or Keyword(s) : sumr il ciean Results 50 V|

Eloirt Rt Filter by Release Type: ~  [w]

=0 ¥ o HEILLE -
Close Out P
@ Publish Title & Ty § Exampt Retantion & #uim Detoil

benerate Invoice REQUV] 2017000425 Letter it POF  NfA pefalt 5 kd v
Print Cyve Fle AR [¥] Responsive Docs fors POF  NjA Default d 9
wu V] 2017000425 Checktist Final POE NJA Default /il
Change the Releas Type of = 4 -
documents THAT ARE BEING -
RELEASED TO THE VU V| Responsive Docs. for Skippy_RU POF  NA Default / d ¥ )
REQUESTER appropnately
! | [ —” ] n " /
REG - To requesier only uu V] Resporsive Do £ W POF  NJA et Sd 9
RR - Redacted Releasable
vl 2017000425
Y wu [ 2017.000025¢ POF  NjA Detault X |
Frocess & items found, displaying all itams. |
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Exemptions

r Edit Responsive Record

Extend Due Date
* Title : Responsive Docs, for Skippy_RR Chooselhe ! Somtr
oo ratking puroses b thes case Exemption
ey 0 wepwords m':asmhm
Upload Responsive Records
@ # Release Type ] Exemptions Ex. 1{D): O
Creste Comespondence RR - Redacted - Releasable to the General Public v/ Applied b 76 O
© * rrequently wo V| e 0
Create Comment quested? : —
: Requested . ExE: D
.Fr'orrpjrn Non- Mg (W pan
x Participating Agency? :
Create Consultation M a0
File Format : POF
o a0 pa20
Create Referral Author :
7 0 30
Added By: Raymand Hartwick Q 0
A Ex. JiC]:
Sitliso Size M) : 0.05 - ‘ -
Retention Agency W
Date Created : 10/24/2016 P fhe oefalt (V]
Interim Release Record Releass Date - N/&
Transfer Request

Disposition

ERLEIN LUE L

* Disposition: - Partial grant/partial denlal vl
Creats Task
Lefter Tamplate . Salact Letter Template
Upload Responsive Records
Create Carrespanch — Responsive Records
Bublish Options : UL - Unredacted - Unreleasale FR - Redacted - Releasable to the General \
Creats Commi : o gsdosnn
il AL~ Redacted - Unreleasable Public
acted - Releasable to tha REQ - Relezee to Requester Only
General Publi
Create Conaultation
fritems found, displaying all iems Kesulls sg !j
Creats Referral
Pubiiss Ttls Retarities Artian
Craats Apoaal ™ — %
REQ|V| FU00425 Letter to Requester POF Defauk 3
Kokt Flaag R[] e PROCs o skinpy 1A
Transfer Regquest WU |V 2007000425 Checkfist Fina!
Export Raquest uu [v] 2017000425 Checkfist Detault

Does. for Skippy AU POF NjA Defaukt

uu _‘\1 Respo

Begin Cose Out Pracess

Uy (W] Responsive Docs Jor Skippy. UL PDF NjA Delaull
Generate Invoice
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Welcome, Roymond Hartwick

Closing Out

Repots  Administration

My Cases

My Cases

; Print Page

My Aceount

The rewdy crusfed TASK is nherz you wil Clasa
I | hecese.

Urazsigned Casss

Assigned Cases

New Request

Hew Consultation

My Cases

Unassigned Cases

Assigned Cases

Task Detalls

(Close Out Task

Disclaimer: This presently is drafted for internal use within DNS-36 Office, as revisions are made we will develop an Standard Operating

DON-NAVY:
17000475

1o daiod dinloring o8 o

e & Tick § Fequester g ¥ Status & Delnil

finad

Request  Simple .. 0012006 1/21/2016  Frpaationol g

Responsz
Final

10f24/2016  10{24/2016  Preparationof
Responsa

Seipey

Fuffernutter

Still

Search % Administration

Closing Out

My Aceount

earch FOLA requests... e

'ask Datall - " ;
Tagl-Rat Request Status : Final Preparation of Response  Task Due Date : 10/24/2015
Cickherafo Closethe | &) [ - =
FOA case. Yy L LT L 4
pitted Evaluation Assignment Processing Closed
— Request Details
Tracking Number : DON-NAVY-2017-000425 Submitted Date : 10/21/2016 H
.| Requester: Mr. Skippy Fluffernutter Perfected Date : 10/21/2016
Organization : N/A Last Assigned Date : 10/21/2016
Requester Has Account : No Fee Limit : 50.01
— Task Details
Task Type ; Final Disposition Natice Assigned To: Raymand Hartwick (Chief of
Due Date: 10/24/2016 Wesel Dperaioes)
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Release to the Requester

~ Attach Latest Invoice?

At bwice for iy
purpases (nof covered
hese)

Tith

~ Attach Records or Past Correspondence

Hiter AN
2 itzms found, displaying all items.

Send? Tithe

Sedert lesporsave Docs. for Sapmy AR Record

2 itz found, displaying all items.

Last Step

Attach Records or Past Correspondence

Filter Al v|  Reults 5p ﬂ

No records or correspondence have been gencrated

elected Items To Be Sent To Requester

T L= Ramave?
Lo Raluase Typa g

2017000425 Letter to Reguester © FecoT— e [X |

Responsive Docs. for Skippy RR

Help Desk (B:00 am - 6:00 pm LT, M) | Toll-Tree: (844) 236-77. o ) 494-5506 | Cmail 5
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New FOIA Website

Freedom of Information Act

Netrromens * tia

236801
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